Weekly Review Checklist:
Week of:


· Gather all loose papers and process inbox.

a. Next Action, Someday/Maybe, Trash, Reference.

· Process notes.

a. Convert to: Next Action, Someday/Maybe, Trash, Reference.

· Review previous calendar data.

a. Did I miss anything?

b. Do I need to follow up?

· Review upcoming calendar events.

a. What do I need to do to prepare?

b. Is the preparation a Next Action?

· Review action lists. 

a. When did I put this action on the list?

b. Is this really the next action?

· Review waiting for lists.

a. Have I been waiting too long? (3 days for emails or voicemails)

b. Should I follow up again?

· Review Important People List

a. Should I follow up again?

b. Are there any resolved issues?

c. What have I done for them lately?

d. How is the relationship?

· Review Someday/Maybe lists.

a. Do I want to make any projects active?

· Incorporate New Knowledge

a. What did I learn this week?

b. Have I acted on it?

c. How can I apply it to living and doing business

